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SECRET 


SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


25X1A 


SUGGESTION NO. 73-298: dated 27 February 1973 

| GS-11 

Analyst 

Directorate of Intelligence/CRS 


A. Summary of Suggestion 

The suggester proposed a Photo Briefing Album for 
the various levels of each Directorate. Also, he 
suggested that photos of the DCI , DDCI , IG and other 
top level officials be included. The advantage would 
be to provide all personnel with an awareness of the 
appearance of their superiors and facilitate recognition 
when such officers might appear within their office 
area. Distribution would be limited to the Directorate 
to which they applied. The suggester thought it would 
be advisable to retain the albums in appropriate 
Personnel Offices and make distribution semi-annually 
together with the "Regulations on Conduct". Also, 
a couple of blank spaces could be included for insertion 
of appropriate Division and Branch Chiefs photos so 
that the album could also be used in the orientation of 
new personnel. 

B. Evaluations 


1. The Management Advisory Group (MAG) first 
received this suggestion in response to their Headquarters 
Notice of January 1973. The MAG said that they agreed 
it was a worthwhile idea but could best be handled by 
the Suggestion Awards Committee. Furthermore, in view 
of the numerous high level personnel changes that had 
recently taken place, MAG believed that this was a 
valid suggestion and endorsed it. 
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2. This idea was referred among the directorates 
and key Agency Offices for study and evaluation and 
was given much consideration. Summary of reports from 
the various components: 

a. The CIA Librarian, who had received the 
suggestion for comment from the DDI Committee Member, 
discussed the proposal with the suggester and two 
members of the MAG group. It was concluded that: 
many components in the Agency already had such books 
and that if others would be added they all might not 
reach as many employees as the suggester intended; and, 
most employees might not likely go to the component 
personnel office or administrative office for this 
kind of information. One member of MAG suggested that 
the CIA Library might be the appropriate place in 
which to post the pictures of the officials which the 
suggester wished to publicize. An area above the card 
catalogs was suggested with photos of the officials 
occupying the positions listed on the attached chart 
and also include the Associate Deputy Director of each 
directorate. Since the Library is locked at night, 
this would provide some security. 

b. OS had for several years posted pictures 
of the DCI, DDCI, DD/A, Director of Security and 
Deputy Director of Security in the OS Security Records 
Division. OS added photos of the DDO, DDI and DD/S§T 
as a direct result of this suggestion. 

c. DDO thought that such a photo briefing 
album would serve a useful purpose and enable Directorate 
personnel to recognize their key officers. For security 
reasons, the DDO believed that only the name and title 

of the individual should appear in the photo album with 
no other identifying or biographic information. The DDO 
evaluation stated that it would be a good point to have 
photos of the DCI, DDCI and other top-level positions 
in the album. Also, they thought that each Directorate 
should have a photo of the Deputy Director and Associate 
of each other Directorate in the album. Finally, the 
album should be brought to the attention of incoming 
personnel and annually or semi-annually be brought to 
the attention of directorate personnel. However, the 
DDO delayed action on this project because of the 
alternate proposal under discussion to post pictures 
of Agency officials in the CIA Library as mentioned in 
a, above. 
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d. NPIC and OC had photo albums which served 
to bring employees up-to-date on the key officers on 
duty in their areas. Imagery Analysis Service , as a 
management aid, uses a wall display which combines 
individual photos with brief personnel and organizational 
data but only on IAS people. 

e. DD/S5T has a Photo Briefing Album similar 
to that proposed in the suggestion. It is used for 
briefing purposes. I)D/S§T has encouraged the prepara- 
tion and use of similar albums at the office levels,. 


and 


f. OL, OF 

an album in their areas 
Commission which at one 
having photos of senior Agency officials 


|dec lined the use of such 
Finally, the Fine Arts 
time endorsed the concept of 

hung in the 

Library stated that the present' membership did not 
believe t’iiat such photos would add to the attractiveness 
of our decor. FAC said that they believe it is a. 
question as to whether the benefits of having such a 
display outweigh what they consider to be the artistic 
disadvantages. FAC concluded by saying that if it is 
decided to go ahead with this project, they would be 
glad to offer suggestions as to the most appropriate 
method of mounting the display-. 


g. Chief, CRS was then asked for a final 
evaluation as to the advisability of having a photo 
board in the CIA Library of senior officials and said: 
the practice of putting up pictures of senior officials 
on the classified bulletin board seems to have made 
the suggestion at least In part obsolete; I don't think, 
tiie picture board would help the Library's ambiance and 
would prefer not to have it there; and I don't think 
this kind of a hoard is what the new employee needs 
anyways he needs something that is much more relevant 
to his own environment and for that reason CRS has 
a show- and- tell book for new employees; and, I think 
the ideal place for an Agency- level board would be on 
the same wall as the employee bulletin board and that 
the Associate Deputy Directors would be about as far 
down as we would have to go. 


h. In April 1974, Chief, BSD/OP, who is charged 
with the operation of the Agency Classified Bulletin 
Boards, stated that it is planned to continue to post 
photos of selected senior officials on the classified 
board and these will get greater exposure when classified 
boards are placed in other buildings. 
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i Finally, after the CRS veto of a photo 

board in ihe CIA Library, "fYphoto briefing 

of the DDO about the implementation ot a pu 
notebook. Current DDO pojjtian as stat eijw ^ ^ 

Associate DDO is. n DD0 Committee Member 

lllliriVlUT be host to ask the .DO about this^ 

SWSS iegSrahortesf-.ands for material, 
less chance o£ security flaps, etc. 

Comments and Reco mmendations of Executive Secreta ry 

1. Not line of duty. 

2 . Comments : 

a This case as will be noted, has had much 
Agency-wide Iwdy and’analysis which could be of value 

Is n irSstser«d 0 ™ er reSnd°oSI?s aS of Je 

advantages of using their existing albums for briefing 
new employees, etc. 

u Finally during the lengthy period that 

this proposa^has been under evaluation^ other ^measures 

otherhprogram^which “option oi abortion 

of the intent u aed t the S posting r of photos of some Agency 
“^YoffYaY on h6 thS Agency Classified Bulletin 

Boards and the mounting ° £ P flnd°^taff D chiefs 1 on the new 
officials to include office and statt cmers 

DDI Classified Bulletin Board. 

3. Recommend an interim award ° YaboutYne 
Sf?’ asce^InY tK^tEn wish to implement 
a Photo Briefing Album. 
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ENT1AL 


SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 74-172: 


dated 5 November 1973 

I . . GS-11 

Intelligence Analyst 
Directorate of Administration/OC 


A. Summary of Suggestion 

Attached is a detailed description of the 
suggestion to eliminate unnecessary steps in Agency 
pouch accountability. 

B. Evaluations 


1. OC said that effective 1 April 1957, Head- 
quarters return of receipted pouch manifests to field 
stations was discontinued (Book Dispatch No. 226 from 
Chief, Headquarters, RI , attached). In October 1972, 

OC eliminated the return of receipted manifests to 
Headquarters from Area Headquarters (RMS- 72- 038, 
attached) . OC adopted the recommendation to eliminate 
the return of receipted manifests by field stations 
to Headquarters. The receiving station is now respon- 
sible for monitoring receipt of incoming pouches. 

The return of receipted pouch manifests verifies receipt 
of a pouch and is an important security check for 
stations that receive or pouch infrequently. Since 
many field lateral pouches are accomplished on an 
infrequent and irregular basis, OC is continuing the 
exchange of receipted manifests for lateral field 
pouches. Annual tangible savings to OC are: 

Signing and returning 

receipted pouch manifests: 

10 hours per year x $4.09 

per hour (GS-5) $ 40.90 


C 
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Filing o£ receipted 
manifests: 4 man- 

hours per week x 52 
weeks per year = 208 
man-hours annually x 
$4.09 per hour (GS-5) 

Conducting pouch mani- 
fest checks: 6 man- 
hours per check x 8.67 
checks per year (one 
every six weeks) - 52 
man-hours per year x 
$4.09 per hour (GS-5) 

TOTAL 


$ 850.72 


212.68 

$1,104.30 


? pnrms 748 and 2439 were discontinued as a 
esult’of tKs suggestion , resulting in the following 
avings : 


Form No. 
748 
2439 


Annual Cost 
$ 15.00 
720.00 


Annual Volume 
1,500 
2,000 


$7 35. 00" annual savings 

by discontinuance 


ecause of the continuous annual reduction m the above 
orms through the Organization’s pouch system, mtangib 
ene fits of ^MODERATE/ LIMITED are believed appropriate. 

o^s 255 a and 255b (ere marked for abolishment by DDO/ 
MO prior to receipt of the suggestion. 

3 DDO/Records Management Officer said that the 

■han Ljhave full-time registry employees. 

Eor the remaining installations ° fp «"T a ^idling. 

persons who were often not trained in pouch nanaii g. 

? would be unwise to place on these persons the 
resnonsibimy to account for "missing” pouches sent 

gSSfe'Ksrfcsssr 
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communications in regard to pouching - such as 
correcting errors in content listings on manifests. 
DDO/RMO concurred in the savings realized by OC 
adoption of the suggestion. 

C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. $175 award based on annual savings of 

$1,839 ($145) plus MODERATE/LIMITED intangible benefits 
($30) . 
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D. Decision of the Chairman 







Chairma; 
Awards i 

nj Suggestion a^ci 
Committee 

t.Os” _ 

Achievement 

am 

Atts 

Award 



Za thiiLlSL 

Date 
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TITLE: Eliminating unnecessary steps in Agency pouch 

accountability , 


X, PRESENT METHOD - Agency pouch procedures 
of a receipted copy of a pouch manifest to the 
Headquarters, however, does not return manites 
and assumes receipt unless notified otherwise, 
do return manifests laterally in addition to r 
to Headquarters. OC procedures exempt OC Area 
returning manifests to Headquarters. Ha rec 
missing, Form 2439 or 748 (Pouch and Manifest 


require the return 
originating station 
ts to field stations 
OC Field stations 
eturning manifests 
Headquarters from 
eipted manifest is 
Tracer) is employed. 


II. Form 255 Pouch Manifest (3 part, NCR) is currently used 
as follows: 

1. Suspense Copy (Pink) of Form 255 is filed. 

2. White and Yellow copies are sent to addressee- 
Yellow copy is retained by addressee for their files. 

3 White copy is receipted and returned to sender by 
’ entering as a line item on a subsequent pouch 
manifest to Hqs or a lateral station. 

4. Headquarters "In Pouch Unit" checks off manifest and 
outgoing manifest copy goes to file* , c . . . 

5 Manifests are arranged alphabetically (Station) 

and then placed in numerical order. .. . 

6 Suspense copy (pink) is then removed from station 
file and substituted with receipted white copy. 

III. A manifest check is conducted periodically to determine 
if a receipted manifest is missing. 

IV Forms 2439 and 748 (Pouch and Manifest Tracer) 
are being used by OC and DDO (others?) 


I. 
1 . 
2 . 

3 . 

4 . 
5. 


SUGGESTION (S) : 

Current Pouch procedures be amended to eliminate the return 

facilitation “"responsible for monitoring receipt. of pouches 
Originating*! tat ion will assume receipt unless notified other 

Reduce Form 255 (pouch manifest) from present three parts to 
two parts. 

Eliminate Forms 2439 and 748 . 

Eliminate receipted Pouch Manifest Check. 
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II. I£ a pouch is missing either in Headquarters or Field, this 
would be easily detected as pouches are controlled numerically. 

To trace a "missing pouch" a routine administrative cable would 
suffice. If this suggestion is implemented, it would eliminate 
the need for Forms 2439 and 748. OC uses both cables and Pouch 
Manifest Tracer. The latter is used to trace missing receipted 
pouch manifests . 


Most (all?) registrys conduct a receipted "Manifest 
Check" by checking the appropriate files to determine if a 
receipted pouch manifest has been returned. With the above 
suggested method this procedure could be eliminated as a 
"missing manifest" would be flagged by the routine administrative 
cable mentioned earlier. 


III. SAVINGS: 

Am not able to compute the actual dollar savings, 
personnel wise, however, the man hours involved, Agency 
wide, would be tremendous. The cost of forms can be measured. 
The Agency presently uses about 88,800 Pouch Manifests per year. 
The cost per 100 is $1.70 or $1,509.60 per year direct cost 
as these forms are printed commercially. Reducing Form 255 
to two parts would be an obvious saving. In addition, the 
entire cost for printing forms 2439 and 748, would be saved. 

Att: Copies of Forms 

748 § 2439 
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(When Filled In) 


1 

ri 

POUCH AND MANIFEST TRACER 


| STATION 

DATE 

OUR RECORDS INDICATE THE FOLLOWING 

(FI ELD/ HQ POUCH NUMBER - HQ/ FI ELD RECEIPTED MANIFEST) AS BEING UN* | 

ACCOUNTED FOR: 

J 



j POUCH NUMBER ( S I 

MANIFEST NUMBER ( S ) 

DATE (S ) 


□ FIELD/HO POUCH NUMBER (S ) : PLEASE ADVISE PROMPTLY IN THE SPACE PROVIDED BELOW AS TO THE DISPOSI- 
TION OF THE ABOVE MENTIONED POUCH NUMBER (S). 


JTION OF THE ABOVE MENTIONED POUCH NUMBER (S). 

I 1 jHG/FIELD MANIFESTOS): IT IS REQUESTED THAT THE ATTACHED DUPLICATE COPY(lES) OR THE WHITE SIGNATURE 

! I COP Y ( I ES ) BE SIGNED AND RETURNED. 
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Our records indicate the following Headquarters pouch manifest(s) have not been returned . Please fill in the 
date, if received, and sign below. If a pouch has not been received, notify Headquarters via RADNOTE cable. 



USE PREVIOUS 
EDITIONS 


CONFIDENTIAL 
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Alii. 

^poclly Air or i>*o I'ouuh* 


BOOk^TcjTi^Trjtt VQ. 


S-E-C-R-E-T 

CLASSIFICATION 


-it m'ir,57 


TO . chiefs o f MX Stations and Base^ TE 

FROM • Chief, Headquarters,. RX 

[ general : Administrative 
subiect | SpEcmc ; Return of Pouch Manifests 

Action Required: For information only 

» 

Field registry P^sonnel ^® h a ^nife°ts°received in^Iead- 
1 April 1957, blue copies or Po^tw £lold installations, 
quarters will ro discovered at Headquarters through a 

mahing manife sts’ a duplicate effort. 
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(6 March 1957) 

Distribution: _ c .. 

1 - All Stations and Bases 


i ; 


S-E-C-R-E-T 

CLASSIFICATION 
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i?e turn Pouch Manifests - Form 255 


3101 EQUIRED • REFERENCES 


REF: 


2&X1A 


IChnpter V, Para 2 


1. Effective -upon receipt of this dispatch it will not be 

— eccssary to return to I I signed pouch manifests acknowledging 

receipt. This procedure applies only to Area Headquarters . 

2. Area Headquarters will be responsible for the accountability 

Iff all pouches received from l l If a pouch is suspected to be 

m ling, a command cable should be forwarded to I I advising 

Irtr pouch number involved. 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 74-309: dated 79 January 197 A 

instfudtor 

Directorate of Administration/ 
OTR 


A. Summary of Suggestion 

1 . Background 

The fire extinguishers on the sixth floor of 
Chamber of Commerce Building were Type A - e.g. wood 
(non-electrical) fires. They contained a prohibition 
for electrical use. The installation of the 20 computer 
terminals and associated electrical equipment presented 
a fire hazard in view of the known tendancy for the 
TT-37 power supply to overheat. 

2. Suggest ion 


a. Install an electrical- type fire extinguish© 
in Room 616 Chamber of Commerce Building. 

b. Make an Agency-wide survey to determine 
other computer terminal installations which are 
inadequately protected. 

B . Evaluations 

1. Safety Branch/OS, made a comprehensive safety 
survey of all Agency facilities in the Washington area 
containing computer terminals. The survey revealed 
that 275 rooms contained a total of 862 terminals. All 
of these areas, however, did not present the same fire 
potential, i.e., some rooms had only one terminal vs. 

28 in others. One single terminal unit, regardless of 
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cost, presents a fire potential slightly more than an 
IBM selectric typewriter. Five to twenty-eight 
terminals, however, increases the fire potential. Some 
of the larger areas are already protected with portable 
fire extinguishers to meet the existing potential but 
some are not. OS/Safety Branch recommended that the 
terminals wnich are not provided with the adequate 
protection be supplied with the proper extinguishers. 
The CIA Safety Officer rated intangible benefits 
MODERATE /BROAD. 

2. Space Maintenance and Facilities Branch/OL, 
installed additional fire extinguishers in Agency 
buildings as requested by Safety Branch: 

Headquarters 5 lb. Extinguisher 9 each 
15 lb. Extinguisher 10 each 

Ames 5 lb. Extinguisher 1 each 

15 lb. Extinguisher 1 each 

A total of 21 extinguishers were installed by General 
Services Administration. 

The total cost of purchase and installation of 
the added fire extinguishers was $592. 


C. Recommendation of Executive Secretary 


1. Not line of duty. 


2. $100 award (MODERATE/ BROAD) . 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 74-364: dated 22 February 1974 

uaims Assistant 
Directorate of Administration/ 
OP (Resigned) 


STAT 


A. Summary of Suggestion 

1 . Background 

Association Benefit Plan insurance policy holders 
obtained itemized bills from their doctors and submitted 
them to Insurance Branch for appropriate claims processing. 

2 . Suggestion 

The suggester designed a form, attached, to be 
completed by the doctor and submitted direct to the 
Association Benefit Plan. This method simplifies the 
process of making claims; often times policy holders 
encountered difficulties in obtaining itemized doctor 
bills. The form improves communication between physicians 
and the insurance company, eliminates time and frustration 
on the part of policy holders and reduces the number of 
calls the insurance claims adjuster must make to the doctor 
to obtain the needed information to finalize the claim. 

B. Evaluation 

1. Insurance Branch began using the new form in 
mid-March 1975 (attached). It is estimated that 5,000 of 
the forms will be used annually. The form improves 
Insurance Branch efficiency and eliminates the filing and 
storage of many separate physician statements as well as 
saving time for the claimant. 

2. Forms Management said that the forms cost about 
$200 annually. 
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C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. $75 award (MODERATE/EXTENDED). 

D. Decision of the Chairman 


“Zo /\fo\s76T 

Chairman, Suggestionyhnd Achievement Date 

Awards Committee 


l 






Award 


Atts 
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GOVERNMENT EMPLOYEES HEALTH ASSOCIATION 
CLAIM POEM 

FORWARD COMPLETED CLAIM FORM TO: GEHA, P. 0. BOX 463, WASHINGTON, D. C. 20044 


/ 


To Be Completed By Insured Member 



Insured's name . . 

Address 

(Street & Number) 


Date of birth 

(City) (State) (Zip Code) 


2 . 


Policy No. Cert. No. 

If claim iB for a dependent, give name 

Give nature of sickness or injury . 


Date of 

.Relationship birth 


— 3. DID THIS INJURY OR SICKNESS ARISE OUT OF OR IN THE COURSE OF EMPLOYMENT? Yes O No £J 


If yes, please explain 


DOUBLE COVERAGE (See section in your official brochure entitled "DOUBLE COVERAGE.") 

(a) Spouse's or other dependent's occupation Name of employer 

(b) Are you or any member of your family covered under any other plan or plans for which 
payroll deductions are made, or for which an employer makes a contribution in whole or 
in part, which provides benefits for accident or illness? Yes / / No / / 

If "yes," give name and address of insurance company or other organization providing 

such coverage 

vc) Are you or your spouse covered under Health Insurance for the Aged under Social 
Security (Medicare)? 

SELF: Yes £/ No /_/ SPOUSE: Yes O No O 

If "yes," indicate your coverage by checki ng appropriate blocks: 

SELF: Hospital Only / / Medical Only / 7 Hospital & Medical / _/ 

SPOUSE: Hospital Only Z_7 Medical Only Z_7 Hospital & Medical JJ 


v hereby certify that the foregoing statements, including any accompanying statements, are 
.o one best of my knowledge and belief true, correct and complete. I hereby authorize any 
physician or any hospital to furnish and disclose all known facts concerning this disability. 
1 understand that in executing this authorization I waive the right for such information to 
be priviledged. A copy or photocopy of this authorization shall be as valid as the original. 


Date 


,19. 


Signed 


(Signature of Insured) 



husk mm mm urns 
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TO SIGNED BY INSURED IP fle^eFITS AUgTo BEPjbjjp TO THE 0OC TQ*L 

Aimiumii/AMON TO PAY BENEFITS TO I hereby K SIGNED {INSURED PERSON) 

payment directly to the undcrslgnovi physician of tho [ 

Auinirnl oml/or Medical Benefits, if any, otherwise payable to me [ jr 
tor his services os described below but not to exceed the reason- \ jf 

able ond customary charpe for those services. * Dot® 


PATIENT'S name 


SURGERY 

OR 

OBSTETRICS 


STATEMENT BY ATTENDING PHYSICIAN 

(To Be Completed by Attending Physician! t 
And Forwarded To The Address Shown On The Ro ¥» poo ] j 

AGE 

WAS PATIENT: HOSPITAL INPATIENT □ HOSPITAL OUTPATIENT □ DOCTOR r S OFFICE PATIEt I 


1) DATE PROCEDURE: m 


2) DATE . 


-PROCEDURE: 


CHARGE 


I emergency date ,njured — 

TREATMENT 

2) DID INJURY OR SICKNESS ARISE FROM PATIENT t S 

COMPLAINTS 

AND 

_ DIAG NOSIS , 

I G DISABILITY RELATED TO PREGNANCY? D YES □ NO DATE OF LMP _ 

RELATED SERVICES RENDERED 


DID INJURY OR SICKNESS ARISE FROM PAT1ENT t S EMPLOYMENT? D YES □ NO 


OITICE 
AND HOME 
VISITS 


DATE SICKNESS BEGAN 


>i -net: x -rays 

AND 

I All TESTS 


iTospital 

VISITS 


TYPE OR 

■miysician's name; print 


DATE 

DATE 

DATE 


CHARGE 

CHARGE 

CHARGE 

DATE 

DATE 

DATE 


CHARGE 

CHARGE 

CHARGE 

X-RAY 

DATE 

CHARGE 

X-RAY 

DATE 

CHARGE 

TEST 

DATE 

CHARGE 

TEST 

DATE 

CHARGE 

TEST 

DATE 

CHARGE 

TEST 

DATE 

CHARGE 

DATES 



@$ 


EACH = 

DATES 



@$ 


EACH a 

DATES 



@$ 


EACH = 


TOTAL ALL CHARGES $ e 
M ,D. DATE . 


* t ;n nrr?F.„ 


dam; of 
sr; nv ice 


L M , D, PHONE NO. 

INDIVIDUAL PRACTITIONERS - SS # 

ALL OTHERS - EMPLOYER I.D. # 


MISCELLANEOUS ILLNESSES 


COMPLAINT 

OR DIAGNOSIS 

TYPE OF SERVICE 

SIGNATURE 

OF M.D, 

CITY AND 

PHONE 



! 

-L _ . .. . 
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; CLAIM 


, TO RF. COMPLETED BY PATIENT^ 

* ' _ i _ V _ r? • I n : t " ^ 


- ' s Name and Address (Please include Zip Code) 


Date of Birth 


;ured's Name if Patient is a Dependent 

— | 

a me of Insurance Company 

Policy Number j 

Certificate Number 

IHTUAL OF OMAHA 

5,000 



lame of Association through whom Insured 

uarfOCIATE D GOV ERNMENT EMPLOYERS, P.0. B ox 1751, Washington, D. C. 20013 

id rftv ihnimis to physiciani i tiorniiy nmiinroo Signed (Insured Person) 

1 > l di|i" ily In Urn umlpisiirnnd f’liyslclhn of Ihn Smjjlcnl nnd/ur MmllCiil 

•> i r ii ;iuy f nlluTwino |wy;ililn to mo for Ms sol vlf.ifS as described below Date 

i« r v «t‘nf Hin innsnmibla nnd customary charpg for those services. " — 


Ml Alum in Htll'AfJF INRIHMATIONi I hnreby culhorlro th« under- 
* i>-, < i an lo ii'iminn uny InfurmaWon ecrjulrad In the course of my 
linalmnnt. 


Signed (Patient, or Parent if Minor 

Date 


PART B 


ATTENDING PHYSICIAN'S STATEMENT 


l Diagnosis and Concurrent Conditions (If Diagnosis code other than ICDA* used, give name) : 


Is condition due to injury or sickness arising out of patient's employment? Yes/ / No / / 
Pregnancy? Yes / / No f~J If Yes, approximate date pregnancy commenced. DATE: 


’eport of Services (or attach itemized bill) 
Date of Services Place of Services 


Description of Surgical or 
Medical Services Rendered 


pnocKDum: 
cone — if usi'.o 

(IF CODS OTHER THAN 
CPT** UBED, OlVg N A M E) 


Charges 


Total Charges $ 


i Doctor's Office IH - Inpatient Hospital NH- Nursing Home 

- Patient's Home OH - Outpatient Hospital OL-Other Locations 

*TCDA--International Classification of Diseases 
* iPT-Current Procedural Terminology (current edition) 

Amount Paid $ 

Balance Due $ 

4*“ Date symptoms first appeared or accident happened. 

5. Date patient first consulted you 
for this condition. 

6. . Patient ever had same or similar condition? 

M Yes j~[ No f~T If "Yes" when and describe. 

7. Patient still under your care for 
this condition? Yes / / No /~ 7 ~ 

8 Patient was continuously totally disabled 

m (unable to work) From Thru 

9. Patient was partially disabled 

From Thru 

10. If still disabled, date patient should be able to 
return to work. 

11. Patient was house confined. 

From Thru 

1« Does patient have other health coverage? 

Yes /~~J No [J If "Yes" please identify. 

13. 

I do not accept assignment. 



DaSS^ Physician's Name (print) Degree 

Individual Prai 
All Others-Emp 

Must Be Furnisl 

ctitioners -SS# 
loyer I.D.# / 

PI sician's Signature Telephone 

/ 

bed Under Authority of Law 


Street Address City or Town State or Province Zip Code 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 74-521: dated 10 May 1974 

I L . GS-07 

Intelligence Assistant 
Directorate of Science and 
Technology/NPIC 


STATINTL 


A. Summary of Suggestion 

1 . Background 

Holding film flat so that it would remain in 
focus on the Zoom 240 Stereoscope presented a problem. 
Photo interpreters used weighted rubber rings and "L's M 
to solve the problem for the static viewing situation; 
however, the weighted rings and "L's" were a problem 
when the optics or the film was moved constantly during 
the search phase. 

2 . Suggestion 

The suggester designed a "Film Hold-Down 
Collar" (photo attached) to fit around the barrel of 
the 2x mono search lens of the Zoom 240 Stereoscope. 

When in use, the collar is allowed to drop the film 
surface where it holds the film beneath the lens flat 
by the collar's own weight. The film or the optics 
can be moved at will without further attention to the 
collar. The collar keeps the film flat constantly when 
searching with the 2x mono lens and eliminates constant 
readjusting of the focus or moving of the Richards hold- 
down rings. 

B. Evaluation 


1. NPIC said the prototype of the "Film Hold- 
Down Collar" was made in-house. The collars are now 
being made by an outside contractor at a cost of $7.04 
each. The primary operation of NPIC/Imagery Exploitation 


1. * 4 i O ' 
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ADMINISTRATIVE 

INTERNAL USE ONLY 


Group is to search the film on a timely basis. This 
suggestion is one of the few improvements to the search 
function. Many human engineering studies performed 
for NPIC have established the difficulties the photo 
interpreter must overcome to maintain an alert search 
posture throughout his workday. The need to constantly 
refocus the Zoom 240 Stereoscope while searching or 
use cumbersome hold-down rings or bars was a hindrance 
in the Pi's ability to comfortably search during an 
entire day. The collar rides with the film, over- 
coming the necessity to constantly refocus the Zoom 240 
Stereoscope as the PI searches. Use of the collar is 
optional. If a PI chooses, he can slide it up the 
barrel and out of the way. He also can do this when 
switching from lx mono or stereo. The device is then 
in place and ready to use when he returns to 2x mono. 

2. NPIC/IEG purchased 330 of the collars for 
distribution to each of their Pi’s; DIR- 5 (DIA) purchased 
225; IAS has 120 on order; and, SPAD has purchased some 
of the collars. Since any organization with a 2x barrel 
scope can use the collar, NPIC will canvas the Intelligence 
Community for other users. 


m* C . Recommendation of the Executive Secretary 

1. Not line of duty. 

2. $200 interim award (SUBSTANTIAL/EXTENDED). 

3. Review in one (1) year to determine further 

use of the collar by Intelligence Community organizations. 

D. Decision of the Chairman 


STATINTL * 

Chairman) Suggestion^ an/d Achievement 
Awards Committee 


Date 


& 

Award 


Att 


2 
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"FILM HOLD-DOWN COLLAR" 

Diameter - 2" 

Height. - 1 1/4" 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-44: 


dated 22 July 1974 

— 1, GS-05 

Information Control olerk 
Directorate of Operations/ISG 


A. Summary of Suggestion 

1. Background 

Incoming pouches received in Information 
Processing/Dispatch and Pouch Section are unwrapped 
(often 2 or more wrappings) . The classified markings 
are cut off and deposited in classified trash bags. 

The unclassified portion of the wrappings were placed 
in a trash truck for later disposal in the trash 
room. The trash truck often had to be emptied more than 
once a day and took up a large area of Dispatch and 
Pouch Section. 

2. Suggestion 

Use a trash compactor to dispose of the 
unclassified portion of pouch wrappings. 

B . Evaluations 

1. IP/Dispatch and Pouch Section purchased a 
trash compactor at a cost of $3,300 and began using 
it on 3 July 1975 (brochure attached). The trash 
compactor is approximately the size of a four (4) 
drawer safe, resulting in a savings of about three (3) 
square feet of floor space over the former trash truck. 
Use of the trash compactor minimizes the possibility of 
mixing classified material with the unclassified t.rash. 



25X1A 
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On one occasion when manifests of incoming pouches 
were being checked, it was discovered that one 
pouch was missing. Upon further checking the pouch 
was found in the unclassified trash. Apparently it 
had slipped of the incoming mail cart. 

2. C/IP/DfjP estimated man-hour savings to be 
173 annually for two (2) employees to take the trash 
to the trash room (20 minutes for each individual) , 
empty the trash, and return with the trash truck @ the 
GS-04 rate of $3.84 per hour or an annual savings of 
$664. Trash from the trash compactor is picked up 
at the D$P room by GSA personnel. Office of Security 
concurred with the purchase of this equipment. 

C . Recommendation of the Executive Secretary 

1. Not line of duty. 

2. $100 award based on annual savings of 
$664 ($70), plus MODERATE/LIMITED ($30) intangible 
benefits . 


1). Decision of the Chairman 

25X1 A . 


Chairman, Suggestion <ajfd Achievement 
Awards Committee 


4 


fOO'ZS. 


Award 


s/oo_ 7£_ 

Date 


Att 


2 
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COMPACTORS 
DESIGNED TO SOLVE 
ALL SOLID WASTE 
HANDLING SITUATIONS 




HOW UriiSOSU^PAK 

COMPACTORS FUNCTION 



AH sofld waste, including 
bpttles and cans, regardless of 
refuse mix, is emptied into the 
UpNION-pAK compactor. Rear 
loading, chute loading or 
automatic hopper loading 
rrtpdels ^nd accessories are 
availably providing total 
loading flexibility. 


The UNION-PAK solid, sturdy, 
hydraulic ram compresses and 
compacts wasteland refuse to 
a fraction of its original bulk, 
(up to 20:1). With each stroke, 
the automatic spray apparatus 
deodorizes and disinfects. 


Pre 

cap 

whe 

“doji 

pack 


set package weight 
lability automatically signals 
full- Built-in hand truck 
ly” provides for ease of 
:age handling. 


Rbfuse is compacted into heavy 
duty (5 mil.) plastic bags, or 
wax-lined corrugated containers 
or specially designed metal 
containers. All UNION-PAK 
models have a protective metal 
sleeve that permits safe 
compaction of metal and glass 
wifhout fear of ripping or 
tearing. 



Corppacted refuse takes up less space, cuts down danger of loos, 
p lution, fire hazards. Compaction means labpr savings up to 50 


f refuse including rats, vermin, disease, ground 
percent in handling solid waste. 


Wage Problem. There's flexibility in a wide range of basTc compac or"' dV !, T*™ 3 S ° ,Uti ° n t0 V ° Ur S ° Md 
and performance standards, plus the flexibility of the UNION-PAK modu ^ '* ^ UNIQN ' S ru 99 ed quality 

auxiliary equipment to any basic machine at any time in the fj?4 6335,68 y ° U t0 add 

And^ll pyel'th^Un^tedHsmtis 1, anV J^ce andSbutb K P f°T ^ ^ ' aStS l0nger ' 
refuse problems. 6 Vlce and dlstributl0n network is there to help solve your 
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Bv removing the rear face plate of UNION-PAK compactor and 
installing a customized trough-feeding device, quick, easy and 
economical conversion for condemned chute-fed incinerators 
is possible, without altering or modifying either the 'ncmera'or 
chamber or the structure of the building. Union-Pak nsta Mat on 
engineers custom assemble feeding troughs on-site, utilizing 
either 100 200, or 300 series compactors. Machines converted 
for manual trough-fed incinerator conversion are designated 
Models 120D, 220, and 320. 


Attached to the rear of Union-Pak compactors, Model 23U 
Hopper Loaders are equipped with automatic sensing and 
activating devices for non-attendant movement of refuse from 
a building’s built-in trash chute system directly into the Union- 
Pak compactor for automatic non-attendant compaction. 
Model 23U Hopper Loaders are protected with automatic 
sprinkler systems for protection from fire, and have visual 
and/or audio signaling devices to alert building maintenance 
personnel when the machine has reached its preset package 
weight The Model 23U Hopper Loader is used in conjunction 
with the Model 105D, 205 and 305 compactors. 


Union-Pak compactors equipped with Automatic Hopper Load_ 

ers are designated ■ 

respectively. 


MODEL 21 THROUGH-WALL LOADER 

A patented through-wall loading door developed for ^ustomiz ed 
built-in installations of Union-Pak compactors. The Model 21 
features a safety devide preventing its being opened during the 
compaction cycle, and it Is ideally sotted to, 

apartment-house applications. The rea ' lac «nrtLtyioatl£ 
Union-Pak compactor is removed, and the Model 21 loads 
refuse into the back of the machine, allowing unimpeded 
access to the front insertion opening for additional loading 
capability, and to the hand-truck door for easy removal of the 
refuse package. 

Manufactured by 



135 S. Nineteenth Street, Phila., Pa. 19103 

the ecology group of the union corporation. 

Distributed and Serviced by: 
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Of all thFcorrlpm£ti^ ym em ^eay, 
oniy Union-Pak gives you 
so many important benefits! 


1030001-2 


You can determine exactly how 
much refuse you want com- 
pacted in advance- and a red 
light tells you when the pack- 
age is filled to that point. 




Rugged construction means 
less maintenance, less down- 
time. Union-Pak performs bet 
ter and lasts longer . 


A protective sleeve prevents 
bottles and cans from tearing 
the b mil " union bag." The bag 
catches liquids, keeps them 
from spilling on floor. Saves 
you time and mess. 


sUff ip|gSS lS«i - 

fL 






A special platen (ram) cover 
prevents ref use and liquids from 
accumulating on top of the 
platen (ram), reducing cleaning 


maintenance. 


You can feed the Union-Pak 
through the front- or through 
the rear. And you can easily 
adapt it to be used with a can, 
bag, box or bale. This flexibility 
lots you get much mure use out 
of the Union-Pak. | I 


A built-in dolly makes it much 
easier to remove the package 
filled with refuse. No struggle. 
No strain. It simply rolls out. 











mmm. 




mm 


mmmsasM 


WM 


iplpjl 


Ri 

fey, I 


A layer of disinfectant reduces 
odor in the compactor and in 
the bags. It keeps things 
cleaner and mo>e sanitary. 


A. in all, «ne UNION-PAK g ,ves yon » M-ni 

“-sBsas™ : ******* 

UNION-PAK and only UNION-PAK gives you an 21 . PAK gives you mo 


||j|:;:| g '-f m ISfi" ' } X‘$ ■ •; iai* '» 
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cram n^inriTii^ 


These specifeSI/fWTOSiif^. art 

previous Informaffon ahd specifications relating to this 
equipment: tiohtihuouspreduct Improvement is a policy of 
ift(^^vifonmen!ir Corporation, therefore all specifications 
are SUbpcftd chiang# wftfiout notice. ~ 


SERIES 100 


SERIES ZOO 


SERIES 300 



OVERALL 

DIMENSIONS: 

WEIGHT 

(unloaded): 

FLOOR SPACE 
NEEDED: 

WORK SPACE 
NEEDED 
IN FRONT OF 
MACHINE: 

SIZE OF 
CHAMBER: 

SIZE OF 
OPENING: 

TIME OF CYCLE: 

METHOD OF 
PACKAGING: 

WEIGHT OF 
PACKAGE: 
(normal bulk 
refuse) 

SIZE OF 
PACKAGE: 

PACKAGE: 

DENSITY OF 
PACKAGE: 


COMPRESSION 

RATIO: 

TOTAL 

PRESSURE: 

PRESSURE: 

ELECTRICAL: 

SIZE MOTOR: 

CONTROLS: 


29" w.x 80.5" h.x 19.5” d. 35" w. x 90//' h. x 21" d. 41" w. x 91 54" h.x 25" d. 


MODEL Z3U 
HOPPER LOADER 


OVERALL DIMENSIONS: 
50)4" wide x 61 " high x28"d 


29" x 1 914" 
(approx. 3.6 sq. ft.) 


35" x 21" 


13 sq. ft. 


24“ w. x 24" h. x 16" d. j 30 " w. x 24" h. x 16%" d. j 36 " w. x 24" h. x 20" d. 


1.800 lbs. 


41 " x 25" 


17 sq. ft. 


20" x 30" 


20" x 36" 


31 seconds (approx.) ] 27 seconds (approx.) j 27 sec onds ( approx.) 


WEIGHT: 

400 lbs. 

SIZE OF SAFETY DOOR: 
(TOP OF HOPPER) 

50)4" x 28" 

FLOOR SPACE: 

28" x 28” 

INSERTION OPENING TO 
HOPPER. 

24" X 24" 

SLOPE ANGLE 
40° 


Cardboard box, plastic 
hag, wire or rope ties, 
covered with plastic bag. 


50 to 125 lbs. 


1 Cardboard box, plastic j Cardboard box, plastic 
j bag. rope or wire ties, I bag. rope or wire ties, 


'] covered with 


■1 125 to 225 lbs. 


\ covered with plastic t 


I 200 to 350 lbs. 


24" w. x 24" d. x 16" h. j 


30" w. x 24" h. x 1 6 s /." d. 36" w. x 24" h. x 20" d. 


SAFETY: 


| 5.2 cu. ft. 

490 lbs. per cu. yd. 
based on 100 lbs. 

i Adjustable up to 20:1 
dependinf upon 
type refuse 

3 tons (6,000 lbs.) 

| 1200 psi line 

\ 1 1 5 V 1 -phase 


jj Model 101 D Manual 

Model 1 05D Automatic 

T Model 101 D 

-two-hand control 
Model 105D 
-door lockout 


7.0 cu. ft. 


10.0 cu. ft. 


' 675 lbs. per cu, yd. 810 lbs. per cu. yd 

i r I »_ i _ nnn 


based on 175 lbs. 


based on 300 lbs. 


j Adjustable up to 20:1 Adjustable up to 20:1 

depending upon type depending upon type 

refuse. j re fuse. 

j 5 tons (10,600 lbs.) 9 tons (18,800 lbs.) 


1500 PSI line 


1500 PSI line 


208-22Q-440V-3 phase ] 208-220-440V-3 phase 


Model 201 -manual Model 301 -manual 

Model 205 -automatic Model 305-automatic 


Model 201 

j —two-hand control 
j Model 205 
door lockout 


Model 301 
-two-hand control 
Model 305 
—door lockout 


METHOD OF MACHINE 
OPERATION: 

Automatic operation by me- 
chanical sensors which start 
the compression return cycle 
when trash is detected. Ma- 
chine can automatically signal, 
visually or audibly, and shut 
down when full. 

Manual operation (semi-auto- 
matic) of compression return 
cycle by push-button controls. 

NOISE: 

Sound-deadening construction 
on the hopper loader reduces 
noise entering the chute. 

SAFETY FEATURES: 

- Automatic chute shut-off on 
trash overload or fire. 

Fire and overload warning sig- 
nals. 

, Built-in sprinkler head. 

Loading door interlock. 

ELECTRICAL REQUIREMENTS: 
Compatible with Series 
100/200/300 compactors. 

j SPACE REQUIREMENTS: 

j Height of trash room-8 ft. 
I minimum: Width of trash room 
i —734 minimum; Length of 
1 trash room-9 ft. minimum. 



•JliETF : g SX Contract OOMCCaC Nd. A ° 

•■ap: “T; r Approved by N.Y.C. Department of bam ration 


Patented. Manufactured under Pat. #3424078 


1 ? H J i 7. § 

I | 


;■ f so: | 7 ..... 

and otfier U!' S- Patents Pending 





«ir 
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refuse generated there. In other areas, a UNION-PAK can 
handle all the refuse a school develops. 


i'MSji 

trash accumulates. Install units on every floor or in a central 
trash room. 




Install a UNION-PA^ cSMUPPPflffi^?* 
Waste room, and connect It to an existing incinerator 
Chute." ' ^ • U>. * . . 

Place UNION-PAK units In the utility room for tenant 

operation. 

Wherever yoii place a UNION-PAK you’ll have a 
neater trash area and substantial labor savings In 
handling 'Waste and refuse. UNION offers a free 
Standing compactor shelter suitable for external use 
In garden apartment complexes and other similar 
applications. : ■ — - - , 


There’s a right UNION-PAK 
-model for every restaurant from 
•the fastjood hamburger spot to 
“the IFnest r§Stau rant or club. 
UNION-PAK sales counselors 
can help specify the right model 
with the right accessories to 
solve any restaurant's waste and 
refuse problems. 



UNION-PAK COMPACTORS 

tVNb stJtfD WASTE MANAGEMENT SYSTEMS 


Strategically positioned at nurs- 
ing stations, refuse or linen 
areas, Union-Pak not only as- 
sists in reducing internal labor 
associated with waste move- 
ment, but aids in curbing germ 
emissions throughout the hos- 
pital. 

There’s even a UNION mobile 
unit for use tn schools and 
office buildings. 


J , . ... ' i 1 : . . !5RS.r ; 

■—producing a refuse package 
. of 7S fEs. ndflitnal weight, suit- 
Jtble fof rllall outlets, drlve- 
1 Ins, apiftmeHts, hospitals, etc. 


—producing aTefuse package H 
of 175 lbs. nominal weight, 
suitable for apartment houses, 
Industrial plants, larger res- 
taurants, schools, retail out- 

vpdifipfeRelease 2003/01/29 


^procTucihg a refuse p5Ckage~~ 
of 275 lbs. nominal weight, 
suitable for supermarkets, 
large retail outlets, hotels, 
high-rise apartments, office 


—‘producing a refuse package 
of 60 lbs. nominal weight, suit- 
able for “Fast Food” stores, 
drive-ins, hospitals, schools or 
wherever compactor mobility 


ioQO30aaae2 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-103: dated 28 August 1975 

Shop Foreman Assistant 
Directorate of Administration/OL 

A. Summary of Suggestion 

1 . Former Method 

Agency employees seeking the issuance of 
driver's licenses to operate Government vehicles or 
to sign out U-Drive-It vehicles walked to and from 
the new Headquarters Garage in all kinds of weather. 

2. Suggestion 

Provide Agency bus service to and from the new 
Headquarters Garage, particularly during inclement weather. 
Individuals could be informed of the new service by the 
Motor Pool Dispatcher at the time specific requests were 
made. After the opening of the new Garage, consideration 
was being given to parking U-Drive-It vehicles near the 
Headquarters Building during the day for the convenience 
of customers. This, of course, would interfere with the 
problems of administrative control and maintenance. 

B. Evaluations 

Dispatcher 

1. Upon relocation of the Motor Pool/Room from 
G B 1915, Headquarters to the new Garage, it was apparent 
that the U-Drive-It vehicles would present some difficult 
administrative problems. U-Drive-It customers, which daily 
varied from 10 to 20 and used 14 vehicles, would obtain 
the keys from the Dispatcher and find the car in the 
South Loading Dock parking area. This had been the 
practice since 1961. With the move to the Garage, 
there were naturally requests from many customers to have 
the vehicles remain at South Loading Dock. This was 
undesirable for the following reasons: 

a. The Office of Security demanded reduction 
in vehicle congestion and stipulated that the vehicles 
be parked at the Headquarters Garage at night. 


STAT 
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h. Monitoring of the keys and attendant record 
keeping would have to be taken over by some other unit 
in Headquarters Building. 


c. Delivery of the vehicles each morning 

and reparking at night at the Headquarters Garage would be 
very time consuming. 

d. The daily maintenance, cleaning and 
refueling of vehicles would be very difficult to 
accomplish. 


2. At this point it was decided by Logistics 
Management that the U-Drive-It cars would be kept at 
the Headquarters Garage, and that the mechanics or spare 
drivers would shuttle the customers between the Garage 
and the Headquarters Building. At the same time, but to 
a lesser degree, were requests for transportation between 
the tunnel entrance at Headquarters Building and the 
Garage. Most of these customers needed Agency Driver s 

permits . 


3. This suggestion relieved the pressure to 
establish a sub-pool at the South Loading Dock or any 
area adjacent to the Headquarters Building. This was the 
suggestion's greatest value. It is obvious that it saves 
gasoline, wear and tear, and employees time, but this is 
hard to accurately calculate. OL rated benefits 
MODERATE/LIMITED. However, the committee s staft 
believes the case merits MODERATE/EXTENDED intangible 
benefits because it saves time for Motor Pool employees, 
enhances vehicle control, saves a limited amount of gasolin 
and relieved OL management of pressure to establish a 
sub-pool of Id-Drive- It vehicles. Such a pool would 
require an estimated 520 gallons of gasoline and 520 man- 
hours of time annually. However, awards credit for such 
possible man-hours and gasoline savings is not believed 
appropriate. The sub-pool alternative never began 
operation because this suggestion solved the problem. 


C. Recommendation of the Executive Secretary 


1. Not line of duty. 

2. $75 award (MODERATE/ EXTENDED) . 


- 2 - 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-119: dated 26 Septem ber 1974 

I I j GS-06 

Secretary 

Directorate of Operations/EA 


A. Summary of Suggestion 

1 . Background 

When using transmittal manifest self-reproducing 
form package (1236a) the date was typed on the bottom 
left of the form. Due to the form design, the date did 
not appear on the first two (2) copies (sample attached) . 
There was also duplication of the classification and 
classified by number. 

2 . Suggestion 

Redesign Form 1236a so the date, classification 
and classified by number will not have to be typed more 
than once and appear on all copies of the form. Having 
the date on all copies will aid in locating under separate 
cover attachments. 

B. Evaluation 


1. Form 1236a was revised in March 1975 (attached). 
ISG/DIM said that in accordance with instructions for 
preparation of dispatches, the legend "CL BY " 

is to appear on headquarters copies only. Therefore , 
in redesigning the form, the "CL BY" legend was printed 
on copy number three which is the retention or head- 
quarters copy. The instructions also specify that 
transmittal manifests prepared in the field have the 
date pouched entered at the upper right. Thus the date 
now appears in the upper right of the form, as the 
result of this suggestion. 


k 
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2. Agency Forms Management officials said that 
11 000* sets of Form 1236a are used per month or 
132,000 annually. They believe that little time 
be saved by components. Many were not addi g 
"Classified By" number to the Parts 1 2 and t 

classification was already going through to all parts. 


C. Recommendation of Executive Secre tary; 

1. Not line of duty. 

2. $25 award (MODERATE/LIMITED). 


D. Decision of the Chairman 


25X1A 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-127: dated 2 October 1974 

pnotograpiiy bun. 

Directorate of Administration/OL 


STAT 


STAT 


A. Summary of Suggestion 

Install water conservation kits on all OL/P^PD 
film processing equipment. The kit decreases the 
water flow from 4 1/2 gallons to 1 gallon a minute when 
the equipment is in the standby position. The equipment 
in P§PD is often in the standby position 5 to 6 hours 
per day. 

B . Evaluations 

1. OL/P^PD said that while on external training 
to Eastman Kodak in Rochester, New York, the suggester 
observed that their equipment was outfitted with 
r.nmmerci al 1 v available water conservation devices. 

^subsequently suggested that P§PD outfit 
their - equipment with water conservation devices. 

0L/P§PD Maintenance Shop concurrently initiated design 
for the installation of units to conserve both water 
and electricity for selected equipment. Although the 
kits have been commercially available for some time, 
the energy crisis and resulting rising costs has now 
led to consideration of these kits to offset high 
utility costs. It is impossible to determine if the 
maintenance shop was influenced by the manufacturer's 
advertisements, their independent observations, the 
aggressive federal conservation campaign or the 
suggestion itself. There is probably no mutually 
acceptable way of computing savings. However, we 
are conserving a limited resource. 

2. OL has installed the kit on ten (10) 
processors at a nominal cost. If energy costs, con- 
tinue to rise, the significance of the change can be 
quite meaningful. 0L recommended a $100 advisory 
award. 
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STAT 


3. Both NPIC and OTS commented that there was 
no application of the suggestion in their area. 

C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. $100 award (SUBSTANTIAL/LIMITED) . 

D. Decision of the Chairman 





Chairman, 

auggesLiun HTTpr A 

.chievement 


Awards Committee 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-193: dated 4 November 1 974 

I | . GS-11 

STATINTL Finance Officer 

Directorate of Science and 
Techno logy /NP I C 


A. Summary of Suggestion 

1 . Background 

a. NPIC had the following separate equipment 
rental contracts: nine (9) with IBM for 17 MTST and 
MCST typewriters; and six (6) with Xerox Corporation 
for six (6) copying machines. Since each contract 
had to be obligated separately, a total of 15 entries 
which were made monthly on the "Obligation Abstract 
Form" to the Office of Finance. OF in turn made the 
same number of corresponding entries to the monthly 
"Obligation Status Report". 

b. Office of the Deputy Director for Science 
and Technology required a separate Contract Menu 
Sheets for each contract for the purpose of entering 
certain detailed information into STEPS. Therefore, 

15 Contract Menu Sheets were prepared and updated as 
Contract changes occurred, and 15 separate line items 
appeared on the STEPS printout. 

2 . Suggestion 

Since all the equipment is budgeted for and 
obligated under one Fan Account, NPIC/Logistics 
Branch requested that Office of Logistics/Procurement 
Division consolidate all the MTST and MCST type- 
writers under one contract with IBM and all Xerox 
machines under one contract with Xerox Corporation. 
Thus, the number of existing contracts would be 
reduced from 15 to 2. 


I jjTEF.NAJj uoju 
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B. Evaluations 


1. NPIC said that prior to this suggestion, 

33 separate contracts were written and maintained 
on 33 separate items of equipment. This was the 
result of monies being sequestered in separate 
FAN accounts. As a result of consolidation of 
funds for rentals of items of common equipment 

in NPIC/Support Staff, it became possible to 
consolidate the contracts. This suggestion was the 
decisive factor in this action, and resulted in 
the combination of 33 contracts into 12 for FY 1976. 

In future years, it may be possible to consolidate 
these 12 contracts into 4. 

2. Prior to initiation of this suggestion, 
approximately 24 hours per month was spent servicing 
and posting the 33 contracts. As a result of the 
consolidation, 16 hours are spent to service and post 
the 12 contracts or a savings of 8 hours per month. 

This results in an annual savings of 96 hours x $9.38 
(GS-11/7) per hour = $900.48. NPIC rated intangible 
benefits MODERATE/LIMITED for the reduced use of 
machine records and computers, fewer papers, and 
easier access and reference to information. 

3. OL/Procurement Division stated that they 
have attempted for some time to consolidate as 
many requirements as possible into as few contracts 
as practicable. 

C. Recommendation of Executive Secretary 

STATINTL 1. Not line of duty. The consolidation of 

contracts is not I I responsibility. The 

contracts are initiated by Logistics Branch and 
Finance Branch is merely responsible for ensuring 
that money is available, payment is authorized, 
and that proper financial procedures are followed 
in obligating funds. 

2. $125 award based on $900 annual savings ($90), 

plus MODERATE/LIMITED intangible benefits ($35) . 

2 


IDUIHISTRATIVB 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-266: dated 17 January 1975 

I I GS : 07 STATINTL 

Freight Traffic Assistant 
Directorate of Administration/OL 


A. Summary of Suggestion 


STATINTL 


1 . Background 

The stamps affixed to pieces of parcel post 
at I ^ Freight Traffic Branch had to be 

reinked each time they were used. 

2 . Suggestion 

Use a preinked stamp to affix "AIR MAIL", 
"REGISTERED" and "MOM" (Military Official Mail) to 
parcels. The preinked stamp would be less messy 
to use and would speed up the stamp application. 


B. Evaluations 

STATINTL 

1. i t /Freight Traffic Branch 

processes 14,600 pieces of parcel post annually. The 
use of the preinked "MOM", "REGISTERED" and "AIR MAIL" 
stamps reduces the time required to stamp packages 
by one-half. Each parcel is stamped four (4) times, 
taking 30 seconds under the former method and 15 seconds 
under the present method or a savings of 60 hours 
annually. Annual savings are: 

60 hours annually x $6.02 per 
hour (GS- 7/5) = $361.12 - $20 
(cost of 3 stamps) = $341.12 
annual savings 

STATINTL 

/FTB rated intangible benefits MODERATE/ 

LIMiiED. 
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2. Chief, Mail and Courier Branch/OL has 
purchased 5 preinked stamps for their use. M§CB 
processes an average of 75 pieces of mail per day 
or 19,500 pieces annually. It is estimated that 
65 hours will be saved annually @ $4.29 per hour 
(GS-05) or $278.85 annually less $22.50 for 5 
stamps = $256.35 annual savings. Formerly, an open 
stamp pad was the source of ink stains on desk tops 
and other furnishings. M£jCB rated intangible benefits 
MODERATE/ LIMITED. 

3. OS/Special Facilities Unit is considering 
adoption of this suggestion. However, they are not 
sure at this time whether the savings would offset 
the cost of the stamps. 

C . Recommendation of Executive Secretary 


1. Not line of duty. 

2. $110 award based on annual savings of 
$597 ($60), plus MODERATE/LIMITED ($50) intangible 
benefits . 


3. Check with OS/Special Facilities Unit in 
■W 6 months to determine if the suggestion has been 

adopted and what additional recognition is due the 
suggester . 


D. Decision of the Chairman 

STATINTL 

Chairman^ Suggestion aj>& Achievement 
Awards Committee 
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Date 



Award 
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ADMINISTRATIVE 
INTERNAL USE ONLY 


SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


stat|NTL suggestion NO. 


75-348: 


dated 3 March 1975 

1 GS-6 

Security Equipment Tech 
Directorate of Administration/OS 


A. Summary of Suggestion 

Issue an employee bulletin to remind employees 
that push button door locks are not approved to 
secure classified material in a work area when left 
unattended for a short time. 


B. 


Evaluation 


1. OS issued a Headquarters Notice | 
on 15 August 1975, copy attached, to clear up any 
confusion that exists as to the purpose of the push 
button locks. The notice should serve as a deterent 
to inadvertent exposure of classified material. 


STATINTL 


2. Intangible benefits rate MODERATE/EXTENDED 
as the reminder applies to the entire Headquarters 
area. 

C . Recommendation of Executive Secretary 

1. Not line of duty. 

2. $50 award (MODERATE/EXTENDED) 


anMlNISTBATIVE 

gT&BBJJi USE ONLY 
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^^INISTRATIVE - INTERNAL US^NLY 

This Notice Expires 1 September 1976 


SECURITY | 

15 August BT73 


STATINTL 


USE OF PUSHBUTTON DOOR LOCKS 


Employees are reminded that pushbutton door locks are 
not approved to secure classified material in an unattended 
area even for a brief period of time. Pushbutton door locks 
are operated by pushing a series of buttons in a preset se- 
quence. They serve as a convenience to allow authorized 
personnel access to an area without requiring someone already 
in the area to open the door. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


JOHN N. MCMAHON 
Acting Deputy Director 
for 

Administration 


DISTRIBUTION: ALL EMPLOYEES (1-6) 


ADMINISTRATIVE - INTERNAL USE ONLY 
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SUMMARY AND RECOMMENDATIONS OF THE CHAIRMAN 


SUGGESTION NO. 75-418: dated 29 April 1975 

Vroaucxion conxroi specialist 
Automation 

Directorate of Science and 
Technology/NPIC 


A. Summary of Suggestion 

Coffee was made by the secretary or other employees 
of NPIC's Human Resources Branch to accommodate visitors 
using the NPIC Auditorium. This task was usually per- 
formed about four times weekly and involved the handling 
of money and purchase of coffee, sugar, cream and cups. 
The suggester recommended that a coffee vending machine 

be installed mi the sixth floor alongside the north 

corridor | | This would enable employees of 

the Human Resources Branch to perform their regular 
duties on schedule. 

B. Evaluations 


1. The NPIC Suggestion Panel reported that: 

a. NPIC sponsors or provides meeting areas for 
numerous classes, committees, working groups and seminars 
attended by Intelligence Community personnel. A large 
number of these groups meet in the NPIC Auditorium which 
is controlled by the Human Resources Branch. 

b. Adoption of the employee’s basic suggestion 
for a vending machine had logistical and security aspects 
such as: the proposed sixth floor location would require 
an extensive, expensive plumbing run to accommodate such 
a machine to include the necesary power; such machines 
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STAT 


require constant care and maintenance if they are to 
in a sanitary and operational mode* the man 
power P to maLt“i S «ea in an acceptable manner would 
have to come from in-house personnel. 

c In lieu of a vending machine, the NPIC 
SuDnort Staff acquired new self-service coffee making 
equipment which makes as much as 50 cups of coffee at 
rm"e time NPIC Support Staff authorized the purchase 
of coffee supplies from the Wilkins Company and a 
schedule for new supplies was set up and paid for o 
of petty cash in order to accommodate visitors from . 

the Intelligence Community. This suggestion trigg - 
the above action, and the NPIC Panel recommended a $50 
award based upon MODERATE/ LIMITED benefits. However, 
the Committee's staff ascertained that the new syste, 
has resulted in more effective use of secretarial 
personnel. The former system took j^^y secretarial 
uersonnel about four times weekly at a daily savings 
of about 45 minutes or 3 hours weekly and approximately 
, , t <; 4 78 hourly (GS-06 rate) whicn realizes 
an anS cosf aloidance U of y $717, About 250 Intelligence 
Community visitors weekly use this convenience^ - 
i us t out of the question to use the NPIC Cafeteria on 
the 1st floor for coffee needs by visitors using the 
tth floor auditorium. The time and distanc es will not 
allow for it as well as the escort problem 


STAT 


2. Normally, this type of case would not be 

KlfsS and ^l?!^“o S q!^%uch c as 

r ? fSlS e wort 

time valued at ove/jlOO annually. Therefor e, the 
committee's staff believes that the initial $50 award 
recommendation by NPIC is appropriate. 

Re c ommendation by Executive ^S ecrejtar^ 

1. Not line of duty. 

2. $50 award (MODERATE/ LIM1 A ED) . 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 75-471: dated IQ June 1 975 

iniorex Lead operator 
Directorate of Operations/ISG 


STAT 


A. Summary of Suggestion 

1 . Background 

Data is keyed into machinable language using 
the Inforex 1302 key to disk system in DDO/ISG. Verified 
data is transferred to two (2) magnetic tapes (original 
and backup) . The data is then deleted from the Inforex 
1302 disk and the original magnetic tape sent to OJCS 
for computer set up and processing. After processing, 
the original is degaussed by OJCS and returned to data 
conversion as a scratched tape. The backup tape is 
kept for 30 days, then degaussed by OJCS. 

2 . Suggestion 

Rather than send two (2) magnetic tapes to 
OJCS, send only one (1) tape. The tape should not 
be degaussed after processing by OJCS, but rather 
returned to data conversion for 30 day storage as a 
backup tape. To insure against tape failure during 
processing, the data on the Inforex disk not be 
deleted until the tape is returned from processing 
and the data verified. (Attachment 1 illustrates the 
previous processing procedure; Attachment 2 is the 
suggester’s recommended system.) 

B. Evaluation 

1. ISG implemented the suggestion in June 1975. 
Prior to this suggestion two (2) tapes were used; 
however, now only one (1) tape is needed. There are 
no tape savings because just prior to receipt of this 
suggestion a supply of tapes was purchased. The 
suggestion as adopted, saves approximately 5 minutes 
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time daily of a GS-S/2 ($4.43 per hour) or .Sj”*' ely 
20 hours annually for savings of $88.60. Intangib 

benefits are very slight. 

2 ISG commented that this suggestion is 

decision to award her with a Quality P 
C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. Certificate of Appreciation. 


D. Decision of the Chairman 


Chairman, Suggestion ami Achievement 
Awards Committee 




Atts 
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 76-21: .da ted 11 . T n lv 1975 


Library Assistant 

Directorate of Intelligence/CRS 


STAT 


A. Summary of Suggestion 

1 . Background 

Form 3180, Film Processing Record, (TAB A) 
is used to process and control film and videotape 
accessioned by CRS/Pictorial Services Branch. Much 
of the information requested on the form is no longer 
required by PSB. 

2 . Suggestion 

Revise Form 3180 (TAB B) to delete unneeded 
sections and include additional space for the return 
address, language, and film length. 

B. Evaluation 

1. CRS revised From 3180 as proposed, in July 
1975 (TAB C) . All relevant information contained on 
the form was updated, standardized and consolidated on 

a form half the size of the previous form. As a result, 
it is estimated that fifteen minutes per day at the 
GS-07/1 level is being saved in the preparation, processing, 
filing and retrieval of the revised form. Form 3180 
currently controls over 29,000 films and videotapes. 

2. In addition, the form requires less filing space 
and will be easier to microfilm as a permanent record 

of processing activity. Approximately 2,000 forms are 
added to tne system annually. Tangible savings are as 
follows : 
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65 man-hours annually 
(GS- 7/1) $5.31 per 
hour 

Printing and material 
cost savings 

Total Annual Savings 


$345.15 

60.00 

$405.15 


3. CRS said that the revised form is considered 
md to be an important improvement to internal PSB pro- 

cessing activities; it is used or handled by five or 
six persons during the course of accessioning newly 
— acquired motion picture films or videotapes. CRS 

rated intangible benefits SUBSTANTIAL/LIMITED. 


C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. $140 award based on annual savings of $405 
($45), plus SUBSTANTIAL/LIMITED intangible benefits 
($95). 

D. Decision of the Chairman 


STAT,* 


Chairmail, suggestion ana 
Awards Committee 


Ttihievement 




Award 


/y£n/ Tgr 

Date 


Atts 


2 

Approved For Release 2003/01/29 : CIA-RDP80-00706A0001 00030001 -2 


i 




MO. YR. LOT 


CONFIDENTIAL 

(When Filled In) ' - - - ■■ 1 

CpprovicTref Re^jp $I&6*OP80-00'W6A0001 00030001 -2 

P^quest nu - er 1te -„|s E rv.off.1Hl7 S 8. If-lm number 


. CONTROLS 


Ir)a%A 

producer 




O ISTR 1BUTOR 


^)NTACT 


Attach 


DAY I MO. 1 YR. I SOURCE NUMBER 


V DAY MO. WITH 


^ERlMAlL IPK-UP DAY MO. 



W\A, 


in y?|j wtm 


) AY MO. 

RECEIVED 


requests * M a A 

[ "number SHOW 1 SEND 


TMFToN ^ AT ON RETURN _ _OUT ^ 

Z I SEND [pK- UP HOUR loAY DAY MO. DAY MO. DAY MO V 


rTge\pjh 




TIME CONDITION 


TV\ 


VC 


UfU>f-CT\ X 


MY 


;, ZE REELS CANS CASES CORES 


wgkxv 







m 




I OA USE PREVIOUS 



CONFIDENTIAL 




Approved For Release 2003/01/29 : CIA-RDP80-00706A0001 00030001 -2 


aaY fio. t ' 1 Z, ] uor 




flLW/'JiOeoTAPt OAoceSSiNCr neccpo 


icooe^r ci>t/e/i'.€Que,i.r ***>• off. I Fu-tt no. 



j Classification £* Ctt^rAouS 


ftC Vm 7Zc> vjf. ] >&cAte no, 


I M j paV rto7 ] w»ra 


ATTACHMeiOT E> 



upI^paV noTf ^A7(f7TeruAiic D 4 " 





co~ Cw | Ti/vte J r'itf aFeUsT cams | cascs orHcfc 



t>M£ 

t>AT£ UU£ 





ifijvi i»a*ot.trr& P&ev/fous 

r -7 5 -j 'Du £DnT*C/J> 


CCUFlf)£,\!n/U. (wMtor<Li.£P It*} OL H j SmJt *! L u:-rr::l= J 


Approved For Release 2003/01/29 : CIA-RDP80-00706A0001 00030001 -2 


















Approved For Release 2003/01/29 : CIA-RDP80-00706A0001 00030001 -2 




Approved For Release 2003/01/29 : CIA-RDP80-00706A0001 00030001 -2 

8 


SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN 


SUGGESTION NO. 76-31: dated 22 July 1975 

I L GS-08 

Logistics Field Support Officer 
Directorate of Science and 
Technology/OTS 


A. Summary of Suggestion 

1. Background 

The suggester noted that surreptitious entry 
could be gained to South Building by lifting the metal 
grate on the northeast corner of the building and 
dropping into the pit adjacent to the mechanical room 
window. The walls of the pit would provide protective 
cover while the individual crawled through the easily 
accessible window into the building basement. 

2 o Suggestion 

Install a grating on the window of the north- 
east basement corner of South Building with a padlock 
to prevent entry. 

B. Evaluations 


1. Chief, Physical Security Division/OS said the 
suggester* s observation was valuable. The work was 
completed in late July 1975. The suggestion has 
intangible benefit by improving the security posture of 
the Agency. OS recommended an award of $50 to $100 based 
upon the above discovery. 



25X1A 


25X1 
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2. Thereafter, Chairman, OTS Suggestion Panel, 

in checking the completion of the above proposal, noted 
another vulnerable area and had it corrected. The 
OTS Chairman recommended a $150 award for the improvements 
to the security of both South and East Buildings. (The 
basement area of each building is connected by a tunnel 
which is open on a 24-hour daily basis). 

3. OTS Security Officer commented that the 
suggester|s recommendation was of significant importance. 
He rated it as an excellent "find" relative to the 
vulnerability of their building security. The OTS 
Security Officer recommended a $100 award for the 
suggester's alertness and initiative. The DD/S§T 
Suggestion and Achievement Awards Committee Member 
concurred. 

C. Recommendation of Executive Secretary 

1. Not line of duty. 

2. $125 award (SUBSTANTIAL/EXTENDED). 

D. Decision of the 


Chairman, Sugges 
Awards Committee 


4 

L. 

Award 


Chairman 


3 


tionj^id Achievement 


2.0 KJ& L> J& 

Fate 


2 
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